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I_m.im Monthly Accounting Files
|

1. Summery Accounting Reports and Schedules

2, Vouchers, receipts and related documents
that record all station financisal

transactions.
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(Field Class "A" documentation; send

as reguired;
destroy copies 1 year after field avdit

original and one to Hgs.

completed and resolved. 25X1

(Field) Class "B® documentation; send

original and one to Hgs. orl:l

|as required; destroy 3 P&

after Tield audit inspection completed and
regolved.

(Field) Class "A" documentation; send
originals to Hgs. 1 month afier field audit
completed and resolved; destroy copies of
vouchersand related documents 1 year after
field andit completed and resolved.

(Field) Class "B" documentation; send

originals with monthly report to Hgs. or

destroy copigb)fter

field andit inspection completed and resolved.
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1 year -

3 years

1 year

After audit

Inspection
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Station Monthly Accounting Files

25X1
1. Summary Accounting Reports
2. Vouchers, receiphts, and relsted documents
that record sll station finaneial trans-
actions.
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(Field) Class "A" and Ezlass,"}!"@mmentaﬁon;

send original and cne to Hgs. as required;

destroy mpieﬁ»aftw 1 Fiscal Year. et
{Field) Ms "A" docwentation; send originals

to ixqs 1 month after field oudit completed

end resclved; destroy coples of vouchers and

L4 Ta Fuld QudX
related documents M%%sw ¢ e
(Field) Class "B" documentation; send
originals with monthly report to Higs;

destroy copies after Fﬁ%ﬁm N ;@
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15. a. Allotwent Files (Unvouchered Funds)
(1) Advices (Field) Includes related work papers
and correspondence. Destray 1 year
afier close of Fiscal Year, provided
£ield endit has been completed and
regolved. 1 FY
{2) Allotment Control Ledgers (Hqé) Hold for 3 fiscal years, then
retire to Records Center for additional

T years; destroy after 10 years. 10 FY's
Fote: Omit this item if 25X1
(3)-A1dotment - Reports-and-Reeords {Field) Copies-of monthly status of

Bestray -k-year-after. close-of Fisesl
15. f. Obligation Files (Field) Used in aceounting for
(Obligation Authority Records, Notice expenditures, travel orders, requisitions,
of Cbligation Incurred, Miscellaneous advances, etc. Destroy 1 yesr after close

Obligation Records or equivelent) of Fiscal Year provided field eudit has
25X1
Corncwy . I-1-L/ been completed and resolved.
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3
;,, » Station Financial Aceounting Ledgers

25%1 -+
Books of Original Entry
(1) Voucher Register and Control Journal (Field) Forward to Hdg., after
3 Piscrl years.

(Hdg) Retire to Records Center
upon recelpt from field; destroy

after 15 years. 15 years
(2) subsidiary Ledgers
(a) Expense smd Cbligation Subsidiary (Field) Destroy after 3 years
Ledger, Cash on Hand Subsidiary provided field audit has been
Ledger completed and resolved. 3 years
(b} AL Cthers (Field) Destroy 1 year after

close of account provided field
audit has been completed and

resolved. 1 year
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Title of Flle

Accountabllity Records
25X1 |

a. General Ledger -~ Property Finsneial

Transactions

b. Posting Jowrnal for Property Fimaneisl
Transactlions
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Explapstions and Speclal Instructions

(Hags)

(Field) FPorward to hgs 1 year after

completion of auvdit.

Retire to Records Center upon

receipt from field; destroy

aftter 12 years.

(Field) Forward to kiq 1 year after
campletion of audit.

(Bigs) Retire to Records Cenmter upon

recelpt from field; deatroy

after 12 years.

(Field) Forward to bdg 1 year after
completion of audit.

(Rdgs) Retire to Records Center upon
recelpt from £ield; destroy
after 12 years.

/

Hold not in exeess of
time shown, then destroy

25X1

12 years

12 years
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4. Property Accounting Report Files and (FieXl) Destroy 1 year after completion
related docvments (copies of monthly of audit. 1 year
praperty asccounting reports, origivals
of which were forwarded to hesdguerters.) &(""WW
e. Property Accounting Voucher File (F$eld) Destroy & yeaxsafter sudit,
inelnding copies of requisition and shipping provided reconeiliation with
documents reflecting acquisition ox report to which they relate has
dsposition of material and used for been accomplished. 2 years %
property accounting purposes.
25X1 . f. Property Control mgis‘terl | (Field) Destroy 2 years after audit
, . Qqﬁescﬁzu@aﬂm,orhﬁn&h;utv&iﬂxv&ut inspection. 2 years

forwarded to headquarters.
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